Details About Spreadsheet Standard Values 



Spreadsheet standard values are discussed in detail in this 
section. Instructions for changing them are in "Changing 
Spreadsheet Standard Values." 



Value Formats 

Five value formats are available as spreadsheet standards — 
fixed, dollars, commas, percent, and appropriate. These are the 
formats displayed by all the cells in the spreadsheet that do not 
have individual cell layouts. Table 10-9 describes them. 

CS^>® 'sts you change the spreadsheet standard values. For 
example, if you are doing a budget, you can set the value 
format to dollars with two decimal places using this commmand. 
Then all values typed or calculated in the spreadsheet will be 
shown in this format. 

Table 10-9. Standard Values for Values 

Format Description Example 

Fixed Contains a fixed number of decimal 163 



places, 0-7 



-137.00 



Dollars 



Same as commas except with a dollar 
sign before each amount. 



$113.58 
$1,345.09 
($4.66) 
$1,6 



Commas 



Provides commas between thousands. 1,345.09 

Negative amounts are in parentheses. (4.66) 

Contains a fixed number of decimal 113 

places, 0-7. 



Percent 



A percentage with a specified number of 1235.7% 
decimal places (0-7). This format multiplies -4.25% 
amount In cell by 100. 



Appropriate Appropriate means that AppleWorks does 
(Default) its best to display numbers exactly as you 

type them. Numbers are right justified in 
the column with a blank in the leftmost 



position of all columns. Trailing zeros after 
the decimal place are dropped. 
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» B. number does not fit in ih? width you sef up ^or [he ooiurrih, 
II £ slored th& way you typ9 ft tMJt pound signs s] ere 
dl^playEd Thus. ^ cell looks 4ike this: fJTjf^^Jf, IncrBH^B dr 
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Three IflOel lofrnat-i gr^ ^vail^ble spreadsheet sTandard^ — 
l»lL jusEiriad. right JuslifKtd, and centB^ad. Table 10^10 describes 
Ihem- 

PoitnaE DflscrEptEon Example 

LeTt lUsLilififf Labels fire T^Ft |uStlli£>d in calls I J^n J 

^DsFnultl 

RK|hL Labd^ ar^ n£^ht ju^bFed in [!£QS | Janl 



Mine-chfiractei-i^ld? cafijnin& dre iil^ spreadsheet standard fi>" 
aU new spreodsheelB Vdu can change the spreadsheet 
^tandBJd to CQlLirnn^ from 1 lo 75 chaiactsrs v^ac^a 



Yiziu ran protecl cells so thai Ihe enlies ran'l Jk ctianged 
En^a^e^^antly try you or sonwcine &IS9 uGrng yoLjr sprci^dstT^QL 
Then the cell ccmtenla can be changed only |f AppJeWorhs 
r^calculata^ \\ 

PrDledJon la accomplisheO "-vrth lha corntiination ol the fSHZ) 
command and Ehef^KT) comrnand ThalQ command 
enforces or removes prrjtectMjn specified the L"^^"J-(T} 
command Apple^pVorhs' delaull satting is protaction. ao any 
nel]s Vou pKOleCt With the| 6^-(Li Comrnand are automatically 
protectad unless you changa Hie slandard vatua la no 
protactiDn 

Vou can tamparanly remove protection to maKe changes and 
Ihen enrorce it again by using C^X^^ 



justifvad 



CeritBred 



Labels ar^ Genlereci in c^ls 
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Recalcula tion 

When you type a new value into your spreadsheet, AppleWorks 
recalculates all the other values to take the new value into 
account. Recalculate, however, has two different settings that 
affect it — the order setting and the frequency setting. 
Table 10-11 describes both. 

Table 10-11. Recalculation Order and Frequency 



The Order Setting 
Includes 

Calculation by rows 

Calculation by columns 
(Default) 

The Frequency Setting 
Includes 

Automatic (Default) 
Manual 



Which Means 



Values calculated according to 
formulas in cells across rows 
and then down columns 

Values calculated according 
to formulas in cells from the 
top of a column to the bottom 
and then across rows. 

Which Means 



AppleWorks automatically 
recalculates new values 
whenever you change a value. 

AppleWorks recalculates new 
values only when you use the 

(fof calculation) 
command. 



If you are typing a lot of values and formulas, you may want to 
keep typing and calculate all at once. To do so, change to 
manual recalculation. 



Checking Standard Values in Effect 

Spreadsheet standard values in effect for your spreadsheet are 
available at the end of the help screen. Press (_□]-© to see 
them. 
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Changing Spreadsheet StandM^ Vahjes 



Stardatd y^lue changos al^ed ihe v/hole 5prB&clshF=flt Here's 

1. Press caXV), 

ivldlh. PrcLectlcirt. orRccfliculHtp depi^ding on 
Atl^tner you wani Id [Jl^ng? the £pTGadGri43Bi ^land^rtl 
vfilLt6& lor values, labels^ cdumr^ wrdLh, proLKliDn, or 
recalculation. 

If Y<iU Chou Raspond Follows 



Value CtlOOSS Fixed. DallBrE. Comrnaa, 

formol Pffi'cent.orflpprQpriate 

Than. Tor all buL Appropriate, type ITA 
tl LimOgr pr fleclmal places and prefis 



Label ChDD» Let L Jui tl fy, Hlght 

farmet justify. 0^ Cen tcr_ 

ColuffiTi Use [oXHJ or rflJ-B To change Uie column 

Proleolton Chooae rto Of Vca. Vbs snlorcea 

ptdl^lDH. and Nn ignDrE-s prnLeDtJon. 

FjecaLcule- CIWDBe Order or Frequency. 

For Order, chmse Hd^'s or CoJuirma. 

For F r equency , LflO^^a f\ u t ama 1 1 c Or 
Manual. 



Mlnforkitig With C^lt Layouts 

WhDn voL> Mont wiin spr^ad^negt ei^ndard vaiLJ9& you spec^iy 
riE^vx all cells in Lh? Bpr^d^heei sti^uld dLspleyed Bui yciu 
can override Ihese suandard vatuas for spacNfic c#ll5 In the 
spresdsheet — the cell? in qv^ row qr t^qst? In two CQlLj'mn?. Tor 
eKHrnpse. These overriding specifications are called the oall 
tayout yoL> &p9Ciry layout ^Itfi ifiQ{.ti |-^ command (for 
lHyciut)r discussed ih^s section 



Working With Cell Uy^njts 



See "Working With Spreadsheet 
Standard Values ' for more 
information about standard values 



Ceil layout specifications are for value formats, label 
formats, column widths, and protection. 

Cell layouts are illustrated in the sample spreadsheet in 
Figure 10-8. The numbers refer to the numbers in the text. 



Figure 10-8. Cell Layouts 
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1. Standard values specify that columns are nine characters 
wide, labels are left justified, and values are appropriate 
decimal places. 

2. These values are in percentage layout. Their cell formats 
take precedence over the standard value for values. 

3. These labels are right justified. Their cell formats take 
precedence over the standard value for labels. 

The cell layouts you provide for a group of cells affect only 
those cells with that specific kind of information in them already. 
For example, after you provide cell layout specifications for 
values in a group of cells, the values already in the group are 
redisplayed according to your specifications. But blank cells do 
not get the specification unless you specify them with the 
L^TCD entry or block option. So if you specify layouts using 
Rows or Columns, new values you type are not displayed 
according to the specification, but according to the spreadsheet 
standard value instead. 
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This same principle applies when you supply a cell layout 
specification for labels in a group of cells. The specification 
applies only to cells with labels already in them and to blank 
cells if you use the ( o )-[T) protection entry or block option. 

The cell indicator displays the cell layout if it is different from 
the spreadsheet standard values. For example, if the 
spreadsheet standard is for labels to be left justified, and you 
specify that a cell be hght justified, the cell indicator displays 

(Label , Layout-R). 

Details About Cell Layouts 

Cell layouts are discussed in detail in this section. Instructions 
for changing them are in "Changing Cell Layouts." 

Value Formats 

Six value formats are available as cell layouts — fixed, dollars, 
commas, percent, appropriate, and standard. These are the 
formats displayed by individual cells in the spreadsheet. 
Table 10-12 describes them. 

Table 10-12. Values for Values Layouts 

Format Description Example 

Fixed Contains a fixed number of decimal 163 



places, 0-7 



-137.00 



Dollars 



Same as commas except with a dollar 
sign before each amount. 



$1,345 
($4.66) 



$113.58 
$1.6 



Commas 



Provides commas between thousands. 1,345.09 

Negative amounts are in parentheses. (4.66) 

Contains a fixed number of decimal 113.58 
places, 0-7. 



Percent 



A percentage with a specified number of 1235.7% 
decimal places (0-7). This format multiplies -4.25% 
amount in cell by 1 00. 



Working With Cell Layouts 
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Format 



Description 



Example 



Appropriate Appropriate means tl^at AppleWorks does 



its best to display numbers exactly as you 
type tliem. Numbers are right justified in 
the column with a blank in the leftmost 
position of all columns. Trailing zeros after 
the decimal place are dropped. 



Standard Standard restores the cells in the group 

you specify to the spreadsheet standard 
values. 

If the number does not fit in the width you set up for the 
column, the number is stored the way you type It but pound 
signs (#'s) are displayed. Thus, a cell looks like this: 
Increase the column width if necessary. 



Label Formats 

Four label formats are available as cell layouts — left justified, 
right justified, centered, and standard. Table 10-13 describes 
them. 

Table 10-13. Values for Labels Layout 

Format Description Example 

Left justified Labels are left justified in cells I Jan I 

Right Labels are right justified in cells I Janl 



Standard Standard restores the cells you 

specify to the spreadsheet standard 



Column Widths 

You can change the width of one or more columns, if you want. 
Columns can be from 1 to 75 characters wide. 



justified 



Centered 



Labels are centered in cells 



Jan I 
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Protection 

[S)-(T] allows you to specify which cells should be protected 
and how: 

• Only labels can be typed 

• Only values can be typed 

• No changes allowed 

• All changes should be allowed. 

Protection takes effect only on cells that already have entries or 
cell layouts, You can put protection on blank cells if you use 
Entry or Block. Protection doesn't work on whole rows or 
columns. 

Table 10-14 shows the possibilities for different settings for 
eD-® and CdJ-d). 

Table 10-14. Possibilities for Cell Protection 



When fa]-® equals Yes or No, cells 
are protected in certain ways: 



CiD"Ck) options 
Allow: 



Yes 



No 



Labels only 



Values only 



Nothing 
Anything 



Only labels can be No protection 
typed 

Only values can be No protection 
typed 

Complete protection No protection 



No protection 



No protection 



Checking Cell Layouts 

You can see special layouts for a cell by checking its cell 
indicator. For example, a cell with a right-justified label format 
says (Label, Layout-R). 



Working With Cell Layouts 
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Figure 10-9, Spreadsheet With Fixed Top Titles Area 
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To set a fixed titles area in place: 

1. Put the cursor 

• in a cell just below the bottom row of the titles area 

• in a cell to the right of the right column of the titles area 

• in a cell that marks the outside corner of the non-fixed area 
if you are fixing titles areas at the top and on the left. 

2. Press (A)"® (foj" fifes)- 

3. Choose Top, Left side, or Both. 

When you set a titles area, you'll notice a repetition of the row 
or column indicator; this holds the place of the titles area. 

You can use all the cursor movement keystrokes to move the 
cursor in the unfixed area. You can also move the cursor 
"under" to change the titles. 

Here's how to remove a fixed titles area: 

1. Press [a]-®- 

2. Choose None to remove the titles area. Press (escape) if 
you change your mind. 
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Working With a Split Spreadsheet 

Occasionally you may want to split the spreadsheet In two so 
you can see two parts of it at the same time. You can split the 
spreadsheet into two side-by-side windows or a top and a 
bottom window. 

Splitting the spreadsheet into two windows allows you 

• to type a new value into a cell and see the result in a distant 
cell 

• to look at two distant parts of the spreadsheet at the same 
time. 

Figures 10-10 and 10-11 show two split spreadsheets. 



Figure 10-10. Spreadsheet Split Top and Bottom 
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AppleWorks splits the spreadsheet into the windows you 
requested. The cursor stays in the cell where it was in step 1. 



Moving the Cursor to the Other Window 

Here's how to move the cursor to the other part of the 
spreadsheet: 

1. Press [6_)-(T) (for jump). 

AppleWorks moves the cursor to the corresponding cell in the 
other window. 



Synchronizing the Two Windows 

After you split the spreadsheet into two windows, the windows 
move independently of each other. That is, you can use the 
cursor movement keystrokes in the part of the spreadsheet 
where the cursor is and the other part of the spreadsheet 
doesn't move. You can, however, move both parts of the 
spreadsheet at the same time so that row for row or column for 
column the two windows always match. 

To synchronize the windows: 

1. Make sure you have two windows displayed. (If you haven't 
already done so, press ( 

2. Press (" 6 l-fw" ) a second time. 

3. Choose Synchronized. 

Now whatever cursor movement keystrokes you use in one part 
of the spreadsheet have the same effect in both parts. 

Whenever you press t6l-(W) when you have the spreadsheet 
split into two windows, you get a variation of this menu bar: 

Views? One Synchronized 

If the two windows are synchronized, the second part of the 
response reads Unsynchroni zed, which lets you 
unsynchronize the two windows. 



Restoring the Spreadsheet to One Window 

To restore the spreadsheet to one window: 

1 . Press [dl-fw^. 

2. Choose One. 

AppleWorks restores the spreadsheet to one window. 



Viewing Your Spreadsheet 
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Warning 

AppleWorks deletes the entire row or column you specify, not 
just tfie part displayed. Before you start, you will probably want 
to move the cursor through the whole area you are intending to 
delete, to make sure you know exactly what youre deleting. 

If you delete rows or columns whose contents are used in 
formulas in other cells, AppleWorks displays ERROR in the cells 
where the formulas are stored when you recalculate. ERROR 
indicates the formula can't work because some or all of the 
values it needs were deleted or don't exist. Therefore, deleting 
rows or columns can have implications for your calculations. 




inserting Rows or Columns 



Here's how to insert blank rows or columns into your 
spreadsheet, up to a maximum of nine: 

1. Place the cursor on the row below or on the column to the 
right of which you want the inserted rows or columns to go. 

2. Press fSl-m (for insert). 

3. Choose Rows or Columns. 

4. Type the number of blank rows or columns you want to 
insert and press ( return ] . 

AppleWorks reletters the columns to the right of the inserted 
columns. And it renumbers the rows at the bottom of the 
inserted rows. It also reworks formulas that refer to these 
relettered columns and renumbered rows so the formulas refer 
to the cells they originally referred to, The cells in the rows or 
columns you insert have spreadsheet standards. 

There are two limitations on inserting rows and columns: 

• You can't insert rows or columns that would push existing 
information past the spreadsheet limits. For example, you 
can't insert ten rows anywhere unless rows 990 through 999 
are empty. 

• You can't insert rows or columns after the cursor is past 
existing information. For example, if the last row with 
information in it is 125. then you can't insert rows past 
row 125. 
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Moving Columns or Rows Within a Spreadsheet 



AppleWorks allows you to move up to 250 rows or 125 columns 
from one place in a spreadsheet to another; 

1. Place the cursor on a cell in the column or row of one of the 
columns or rows you want moved. 

2. Press (j5J-(m3. 

3. Choose Within Spreadsheet. 

4. Choose Columns or Row5. 

5. Move the cursor to highlight the columns or rows you want 
moved. Then press (return") . 

6. Move the cursor to the place where you want the moved 
columns or rows to go. (The moved columns or rows are 
inserted to the left of the cursor for columns or above the 
cursor for rows.) Then press (return) . 

A significant amount of movement happens during a move: 

• First, AppleWorks closes up the space the columns or rows 
come from. 

• Then it opens up space for the moved columns or rows and 
inserts them. 

• All columns are relettered accordingly, and rows are 
renumbered. 

• Formulas are adjusted to take care of references to moved 
columns or rows, so that all formulas still refer to the cells 
they originally referred to. 




Copying Information 



AppleWorks' copy feature makes It easy for you to create 
sophisticated spreadsheets with a minimum of effort. You can 
make an exact copy of labels, numbers, pointers, and formulas 
from one cell or group of cells into another quickly and with no 
typing errors. You can also copy pointers and formulas into 
other cells and make the copies depend on their new location. 
That means you can make many similar calculations depend on 
one original formula. 
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Before you copy, you should think about the answer to three 
questions: 

• What cell or cells are you copying from? 

• What cell or cells are you copying to? 

• Are you copying the contents exactly, or do you want the 

copy to depend on the position of the copy-to cells? 



What Are the Copy-From Cells ? 

You can copy from one cell or fronn a range of cells. The only 
guideline is that the cells must be adjacent, that is, all in the 
same row and next to each other, or all in the same column 
and one under the other. 



What Are the Copy To Cells? 

You can copy to one cell or to a range of cells. The copy-to 
cells must be adjacent. You can copy rows to rows and 
columns to columns, but you can't copy rows to columns or 
columns to rows. 

Figures 10-12 through 10-14 show the possible combinations of 
copy-from and copy-to cells. 



Copying Information 
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Figure 10-12, Copying One Cell 
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Copy-ffom cell is A2. 
Copy-to cell is B2. 
1. Copying one cell to another cell 



2. Copying one cell to a row of cells 



Copy-from cell is A6. 
Copy-to cells are B6 
through E6. 
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Copy-from cell is All 

Copy-to cells are A12 through A14. 




3. Copying one 
cell to a column 
of cells 



Copy-from cell rsCl4, 
Copy-to cells are 015 
through E17. 



4- Copying one cell to a range of cells 



Figure 10-13. Copyings Column 
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Copy-from cells are Al through A8. 
Copy-to-cells are B1 through B8. 




Copy-from cells are 
C11 through 018. 

Copy-to cells are 
D11 through F18. 
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Figure 10'-14, Copying a Row 
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Copy-from cells are A2 through D2, 
Copy-to cells are A3 through D3, 
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Copy-from cells are A10 through D10. 



> Copy-to cells are All through D17. 



Figure 10-15. An Exact Copy 



Copy the Contents Exactly? 

If you copy the copy-from cells into the copy-to cells exactly, 
then labels, numbers, pointers, and formulas are copied exactly, 
with no changes. Figure 10-15 illustrates such a copy. 
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Copy the Contents Depending 
on Their Ne w Position ? 

You can copy the contents of cells into other cells and make 
the new contents depend on the position of the copy-to cells. 
Then every time a copy-from cell references another cell, the 
cell reference is changed to depend on the position of the 
copy-to cell. This kind of copy is called a relative copy. 
Figure 10-16 illustrates such a copy. 

Figure 10-16. A Relative Copy 
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steps for Copying 

To copy the contents of cells to other ceils: 

1. Put the cursor on the cell you want to copy. If you're 
copying cells from a row or a column, put the cursor on the 
leftmost or rightmost cell in the row or the topmost or 
bottommost cell in the column. 

2. Press [6j<c). 

3. Choose Nithin spreadsheet. 

4. Use the arrow keys to highlight the copy-from cells. Then 
press (return) . 

5. Move the cursor to the cell you are copying to. If you're 
copying cells to a row or a column, put the cursor on the 
leftmost cell of the row or the topmost cell in the column. 
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6. If you're making one copy, press ( return). 



If you're making several copies, type a period. Then use the 
arrow keys to highlight the other copy-to cells. Then press 

( RETURN ] ■ 

7. AppleWorks copies labels with no questions asked, but asks 
you if you want to make an exact copy of each reference to 
another cell. AppleWorks highlights the referenced cells in 
the entry line as you go. Choose No change or 
Relative for each cell referenced as AppleWorks 

highlights each one. 
AppleWorks Tip 

For quick copying, type N or R in step 7 above. 



Your spreadsheet standard value may provide for automatic 
recalculation whenever you type in a new value, or it may 
provide for manual recalculation. Then AppleWorks recalculates 
new values only when you give the sign. (Automatic 
recalculation is AppleWorks' default when you want to 
recalculate.) 

Here's how to give the sign: 
1. Press m-CK). 



CS-® (standard values command) lets you specify manual 
or automatic frequency of recalculation and rows or columns 
order of recalculation. 

Actually, AppleWorks recalculates a// formulas in the 
spreadsheet during recalculation. That means the ones it has 
already done as well as the ones you have just provided new 
values for. Because AppleWorks has to keep recalculating old 
values, automatic recalculation may slow you down a bit. 
(AppleWorks is fast, but having to recalculate old values just 
makes extra work.) Manual recalculation may be better for you 
if you don't always need recalculation as soon as you type a 
new value and your spreadsheet is large. 



Calculating New Values 1227 




Calculating New Values 



See ' Working With Spreadsheet 
Standard Values." 



AppleWorks Tip 



Sometimes AppleWorks can't make a calculation, either 
because a referenced cell has been deleted or because a 
formula doesn't make sense. If so, AppleWorks displays 
ERROR in cells where it can't calculate. 




Arranging Information in ttie Spreadsheet 



AppleWorks lets you arrange, or sort, rows in a spreadsheet by 
the values of entries in a certain column in the row. You can 
arrange rows in alphabetical order from A to Z or Z to A, or in 
numeric order from 9 to or to 9. 

To arrange rows: 

1. Move the cursor to the column that contains the information 
by which you want your rows arranged. 

2. If you're arranging only specific rows, move the cursor to 
the top or bottom of the group of rows you want arranged. 

3. Press fa]-®- 

4. Use the Spreadsheet's cursor movement keystrokes to 
highlight the rows you want to arrange. Then press ( return ) . 

5. Choose the way you want the rows arranged. 

Suppose you want to arrange rows using a column containing 
numbers, and you are sorting the numbers from to 9, that is, 
from smallest to largest. Suppose, also, that some of the entries 
in the sorting column are labels, which you do not want to sort. 
Then you would sort only the rows with numbers in the column, 
skipping the rows with labels. Do this by arranging only certain 
rows. 

AppleWorks does not distinguish between uppercase and 
lowercase letters when it arranges. 
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Here is the order in which AppleWorks arranges values in a 
column. Read down these columns and then across. 



SPACE ) ; ] 
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$ - ? I 

% - @ I 

& / A-Z and a-z 1 

0-9 [ 




Finding a Cell or Specific Information 



AppleWorks helps you find a cell whose coordinates you 
specify. It also helps you find information contained in cells. In 
addition, you can ask for the next occurrence of the last 
information you had AppleWorks find. This part of the find 
feature makes it easy for you to find more than one occurrence 
of the same information. After you tell AppleWorks what you 
want to find, AppleWorks moves the cursor to the first 
occurrence of what you specify. 

To find a cell or specific information: 

1. Put the cursor anywhere in the spreadsheet where you want 
AppleWorks to begin searching. 

2. Press C^-©- 

3. Choose Repeat la5t, Coordinates, or Text. 

If you choose Repeat last, AppleWorks searches for 
the last text you specified. 

If you chose Coordinates, AppleWorks asks you to 
provide the coordinates of the cell you want. Type the 
coordinates, such as A 1 9 or B 1 2, and press ( return ) . 

If you choose Text, AppleWorks asks you to provide the 

specific text you want to find. The text can be up to 

25 characters long. Press (return) after you type the text. 
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AppleWorks does not differentiate between uppercase and 
lowercase letters when it searches for text. It also finds text 
that is part of a word or expression. For example, 

If You Type AppleWorks Finds 

Income Income 

Netlncome 
Net Incomes: 
INCOME 

Gas Ford-gas 

Gas & Electric 

Gasoline 

gasoline 

AppleWorks searches for information across rows and then 
down the spreadsheet. 
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